Starting GroupWise Web Access:

From your veb browserFaculty gato: http://email.methodist.edibtudents go tbttp://student.methodist.edu
Do not typehttp://www.email. methodist.edittp://www.student.methodist.edor www.methodist.edu
because neither of these will work.

1. From your web browser type ihttp://email.methodist.edior Faculty,OR
http://student.methodist.edufor Students.
2. Atthe Logn screen you will need to put in your username and password, and click Login

METHODIST UNIVERSITY
GroupWise WebAccess

Username: | |
Password: | 1

3. Once you are logged in, you will see the below screen.

GroupWise Web AccessMain Window:

When you open GroupWid&ebAccess you see the main window, shown belovhe main window is the
starting point for many of the tasks you can accomplish with GroupWes®eAccess The main window has
different components to helpy accomplish your dailtasks.
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Understanding the Toolbar.

The toolbar displays options to view your Mailbox, compose an item, search the Address Book, view your
Calendar, find items in your Mailbox, open Help, change your GroupWise Web Aggtsss, and.og Out

of theGroupWise Web Access

Understanding the Folder List:

The Folder List displays the folders used to organize the items you've sent and re¥eivedn add
additional folders to further help you organize your iteffise Mailbox folder is the default folder that is
opened when you first log inThe following folders are system folders and are displayed in the Folder List.
System folders can not be deleté&bu can open a folder by clicking the icon.

=Mailbox Lists items you receive. The Mailbox is a system folder.
Lists received items you have not yet opened.

Unopened

ltems

& Sent Lists items you send from the Mailbox and Calendae $ent Items folder is a system folder.
ltems After you move a sent item from the Sent Items folder to another folder, it no longer displa

the Sent Items folder. (In the previous version of GroupWise M¢ebss, the Sent Items folder
was a query folder thdisted sent items from all folders.)

T Calendar Lists all appointments, tasks, and notes in your Calendar. The Calendar is a system folder

Y'Checklist Lists items you have moved to this folder. Use the Checklist folder to create a task list. Thi
Checklist folder is a system folder. (In the previous version of GroupWiseAsfdss, a Task
List folder listed allthe task items in your Mailbox and Calendar. The Task List folder was a
query folder.) For more information, selgsing the Checklist Folder

Cabinet Li sts folders youdve created. The Cabine

Work in Lists items that have been saved to be sent later. The Work in Progress is a system folder
Progress

HTrash Lists deleted items that have not yet been purged. The Trashstemdplder.

Personal Folders
You can add additional folders to further organize your iteRus.example, you could add a folder to your
Cabinet to store all messages you receive regarding dispecject you're working on.

Understanding theMailbox Item List:

TheMailbox Itemlist displays the contents of the folder that is currently ofigndefault, the most recent 25
items in the folder are displayetf.the folder contains more than 25 messages, a Display Next button appears
at the botbm of the list. You can use it to display the next 25 messages, or you can choose tmseéect

less than 25 messageBhe icon next to each item indicates the item type, status, and priéatyclick on

item to open it. When you open an item,adtions you can perform on that item type are displayed at the top of
the item view. For easy access, actions that you commonly perform on items are also displayed at the top of
Mailbox Item List. You can select multiple items by clicking the boix@she left of the itemsWhenever you
select items in th®lailbox Itemlist and perform an action on theWeb Accessupdates thdailbox Item list.
However, to reduce the number of times you need to access the WebWelvAccessdoes not automatityg
update théviailbox Item Ist when you open an item and perform an action oRat.example, if you select an

item in theMailbox Item list and move it to another folder, th&ilbox Itemlist will be updated after the move.
However, if you open an item and move it to a folder Mladlbox Item List is not updatedTo refresh the list,

you can open the foldergain or click Update at the top of the list.



http://www.novell.com/documentation/gw7/gw7_userweb/data/adi0pa1.html#akistxg

Understanding Timing Out from GroupWise Web Access

Specific actionssuch as opening or sending an item, generate a call to the Web €afitver actions, such as
scrolling through items in thiglailbox Item list, composing a message without sending it, or reading Help
topics, do not generate a call to the Web serifefor a period of time, you leave GroupWidéeb Access
alone or perform actions that don't generate att@lVebAccesdogs you out.Doing so not only provides
security for your @mail, but also ensures that the Web server and GroupWedeAccessun dficiently. If
you try to perform an action after you've been logged out, you will be prompted to log in again.

GroupWise Web AccessBasics

Composing ltems:

GroupWise Web Access has 10 different item types: Mail, Appointments, Task,MNuaine, Posted Messages,
Posted Appointment, Posted Task, and Posted Phone. You address all item types in the same way, using th
Address Book to add recipients' addresses to the To, CC, and BC boxes. You can also attach files to each it
type and intude Web site locations (URLS) in the Subject and Message box of each item type.
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Mail:

The mail item type, also known as an email item, is the most commonly used item type in GroupWise.
contains a sender and at least one recipi€nére may also be Carbon Copied (CC) or Blind Copied (BC)
recipents of an email.You can attach files to mail items alsklail messages can be received from users inside
your GroupWise system (internal email messages) or from users outsidgystaun (email from the Internet




Appointments:

Appointments involvenore than one person. When you create an appointment you will receive a meeting
notice. It is placed in your Mailbox and in the Appointments list in your Calendar as well as those of all
invitees. You can Accept or Decline Appointments.

Tasks:

A task is alTo Do item due on a specific date. Tasks have priorities that will place them higher or lower in the
list. If a task is not completed on the day it's due, it will move forward to always appear on the current date
until it is completed. Youan add others to the task and they sele it on their calendar too.

Note:

You can use reminder notes to create notes for yourself or to send reminders to other GroupWidéhesers.
someone receives and accepts a reminder note, the reminder notdiaaligmaoves to the Notes area in the
reci pi ent 6s Unllkehk ask,chawmeverya remmnder note is not carried over from day to day. You
enter reminder notes into the calendar only on the date specified.

Phone:

You use phone messages to infarther GroupWise users about phone calls you have taken for th@mone
message is similar to an email messafjge Phone Message window includes fields for caller information

(such as name, company, and phone number) and a description of the call, Plegse Call, Returned Your

Call, and so forth) GroupWise phone messages are basically electronic versions of preprinted phone messag
forms.

Posted MessagePosted Appointments, Posted Task, Posted Note, Posted Phone:
All of these items arthe sames mentioned above, excépt you personally and do not apply or affect other
people.

Sending a Mail Message:

From the GroupWiskVebAccessmain window, clickthe | D=

Novell® GroupWise® WebAccess
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Click Address Book to add recipients in the To, CC, and BC boxes or type a recipient's address in the To, CC
or BC box. The address can be a GrouggNiser ID, GroupWise full name, or externahail address.



Separate each address with a comma. Type a subject and message. You can include Web site locations or
addresses (URLS) in both the Subject and Message boxes. Click Spell Check to spétlechexdsage. For

this feature to work, your browser must be enabled for Ja@a&k Attach to attach files to the message. For

this feature to work, your browser must support attachments. Click Send Options to select a security setting

(classificatian), assign a priority (high, standard, low), request a reply, or select to receive return notification.
Click Sendobutton
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From |Fred CC: Ifred@wehaccess.cnm

Ta: Iﬁed@wehaccess.cum BC: Iﬁed@wehaccess.cum

Subject: IThis is 3 Test Message

How are you? =

Scheduling an Appointment:

Fromthe GroupWisé&Veb Accessmain window, clickheon the down arrow next to the N e
icon. Select AppointmentClick Address Book to add recipients in the To, CC, and BC boxes.
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Appointrnent Attachrments Send Options Signature

Frorm |ﬁ'ed (&5 |Johnt@webaccess .com

Ta: |J|:|hn@webaccess.com BC: |T john@webaccess.com

Location: IMEthDdiSt College Foothall Field

StartDate:  |May =4 =l |2008 =

Tirmne: W IF'-M- ]‘ Duration; Il— IHUUVS :I'

Subject: |F|:|Dﬂ:|all Practice

There will be a Foothall Practice, all of vou need to attend.| ;W

If you want to create a posted appointment that dispdany in your Calendar, do not add additional names.
Click Busy Search to find and insert an appointment time when all the recipients are avilableyou use
Busy Search, GroupWise lists times when the users whose schedules were checked assfavaitabl



appointment.The time blocks listed might be longer than the duragfmecified. Foexample, 8am through
1pm might be listed as an available timieyour meeting hadurationof two hours, you could select from a
number of available times, ilwliing 8am10am, 9arillam, and 11lanipm. You can decide on an
appointment time from the available times listed or use the first available thiedy GroupWise selects for
you.

To schedule the appointment for one of the times listed, click the time
Asdggning a Task:

(I} -

From the GroupWise Web Access main window, click the on the down arrow next to trL

icon. Select Task. Click Address Book to add recipients in the To, CC, and BCobdyes a recipient's

address in the To, CC, or BC box. The address can be a GroupWise user ID, GroupWise full name, or exten
e-mail address. Separate each address with a comma. To create a posted task that displays only in your
Calendar, add your nze only. For the start date, specify the month, day, and year you want the task to first
appear on the recipient's Calend@ype a priority. You can type a letter (such as A), a number (such as 1), or a
letternumber combination with the letter firsu¢h as Al).For the due date, specify the month, day, and year
when you want the task to be completed. Type a subject and message. Click Spell Check to spell check the
message. For this feature to work, your browser must be enabled for Java. G@ltktétttach files to the
message. For this feature to work, your browser must support attachments. Click Send Options to select a
security setting (classification), assign a priority (high, standard, low), request a reply, or select to receive rett
natification. Click Send.
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From |fred cC: IJDey@Webaccess.cDm

Ta: ITammy@webaccess.cDm BC: IFrank@wehaccess.cu:um

StartDate:  |May = [7 =] [200e =] Priarity: [

Due Date: [z =7 =l |2008 =]

Subject: |Ccunes for Foaothall Practice

1 need all of you to assist me in setting up the Cones on the Foothall field for Practice ;1

Writing a Note:

(I} -

From the GroupWise Web Access main window, click the on the down arrow next to trL

icon. Select TaskClick Address Book to adécipients in the To, CC, and BC boxes Type a recipient's
address in the To, CC, or BC box. The address can be a GroupWise user ID, GroupWise full name, or exter
e-mail address. Separate each address with a comma. To create a personal note ysatrdisplayour

Calendar, add your name only. Specify the month, day, and year you want the note to appear on the recipien
Calendar. Type a subject and message. Click Spell Check to spell check the message. For this feature to v
your browser mudbe enabled for Java. Click Attach if you want to attach files to the note. For this feature to
work, your browser must support attachments. Click Send Options to select a security setting (classification)
assign a priority (high, standard, low), regua reply, or select to receive return notification. Click Send.
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From |ﬁ'ed CC: |jay@wehaccess.cum

To: |jn:ujcu@webaccess.mm BC: | josephi@webaccess.com

StartDate:  |May =lf4 = |2008 =]

Subject: |E-aseha|l Practice

\We have Baseball practice at 2:00 PM| =

Managing Items You Receive:
Reading and managing mail messages, appointments, tasks, or MysAncesss as simpg as clicking
your mouse to open the item.

Opening an Item in Your Mailbox:

In WebAccess all GroupWise items are opened the same way. FrometimeList, click the subject of the item.
The available buttons vary depending on the item type you have gpgointments, tasks, and notes can be
accepted, declined, or delegatétlick Accept, Decline, or Delegate next to the item in the Item List or in the
message view itfe

Searching for an ltem

N
From the GroupWis&/ebAccessmain window, clicI~% Find. To search for specific text, click Full Text or
Subject,and thertype the words you are looking for in the text bda search for a name, cli¢kom or
To/CC, thertype the namén the text box.Select each item type you are looking ftfryou select Document,
Find will search your Mailbox for document referencesthe Search In list, click the folders you want to
search in. If you are searching in a folder in the Cabyoet,might first need to click the arrow next to the
Cabinet to display the Cabinet foldel§you select Mailbox, your Sent Items folder will be included in the
search.If you do not select a folder, all listed feld are included in the search.

Replying to an Item You Receive:

You can reply to an item youdve received. You ca
received the itemClick the Mailbox icon in the Folder Listr click the Calendar icon in the Folder Listad

thengo to the date of the appointment, task, or n@kéck the message, appointment, task, or note to open it.
Click Reply to Sender or Reply All to open a Reply forReply to Sender sends a reply to the sender only.
Reply All sends a reply to the ster and all recipients of the original iteriype your message. Click Send.

Deleting an Item You Receive:
You can delete an Item you receive and place it in the Trédst.should delete yourrash weekly. To delete
Trash, right c¢click on the Trash icon in the Fold




you want to empty al | Clickthenvkilbax iton inlkthe Foldar bisdrtodeletear i c k
item youve moved to a folder, click the folder in the Folder LiSt delete an appointment, task, or note you've
already accepted, click the Calendar icon in the Folder List. Locate the item in the Item List. Select the item,
then click Delée at the top of them List or dick the item to open it, then click Delet@he item is removed

from your Mailbox or CalendarThe status of the item is also updated in the sender's Mailbox or Calendar to
show you've deleted the itenAs long as the item remains ioy Trash, you can undelete it.

Undelete an Item:

You can undelete an item yoeleted unless you haeenptied the TrashAn item emptied from the Trash
cannot be undeleted. Click the Trash icon in the Folder List. Select thaitdriherclick Undelde at the top
of the Item Listor Click the item to open ignd therclick Undelete. The item is moved from your Trash to the
folder from which it was originally deleted.

Marking an | tem Unread:

If you have opened and read an item, you can mark itaadirifeh i s wi | I change the i
List back to that of an unopened iteiviou might want to mark an item as unread if that item requires further
action or if you dondé6t want that item .tCicktheet | 0s

Mailbox icon in the Folder List.ocate the item in the Item LisSelect the itemand therclick Read Léer at
the top of the Item List arlick the item to open itand then click Read LatetJsing Read Later does not
change the status tife item in Propertiesk-or example, if you have opened an item, then marked the item
unread, the sender of the item still sees the gtatus as opened in Properties.

Forwarding a Mail or PhoneMessage

Click the Mailbox in the Folder ListClick the mailor phonemessage to open iClick Forward to open a new
message.The original message is included as an attachment to the new meSiak@ddress Book to add
recipiens in the To, CC, and BC boxestype a recipient's address in fhe, CC, or BC box.The address can
be a GroupWise user ID, GroupWise full name, or extermahik address. Separate each address with a
comma. Type a message. Click Spell Check to spell check the mesBag¢his feature to work, your browser
must beenabled for Javd you want to attach files lick Attach to attach files to the messader this feature
to work, your browser must support attaamnts.Click Send.

Accepting an Appointment, Note, or Task

Click the Mailbox icon in the Folder ListYou will notice : 2 small clock before the person who sent you an
appointment, note or task. Open the message as you would any other message. Click either Accept. If you
want, type a messagethe Comments to Sender box. Click Accept. The appointment, task, or note is removet
from the Item List in your Mailbox and appears in your Calendar only. The sender can tell you've accepted tt
item by decking its status information.
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Appointment Froperties

Tom Marthers Thursday - May 4, 2006 2:03 PM
fred
Thursday - MMay 4, 2006
7:00 FM - 2:00 PM
Football Field
Setup Lights
Fred,
Meet me at the foothall field so we can start turning on the lights.

Declining an Appointment, Note, or Task

Click the Mailbox icon irthe Folder Lisor if you have already accepted the appointment, task, or note, click
the Calendar icon in the Folderskito open the Calendar, go to the date of the appointment, task, oCtioke.
the appointment, task, or note to openGtick Decline. If you want, type a message in the Comments to
Sender box.Click Decline. The appointment, task, or note is rerad from your Calendar and MailboXhe
status of the item is updated in the sender's Mailbox to show that you have declined tlieyibem.
commented when you declined the item, the sender can read your commdresKiygethe status information.

Delegating an Appointment, Note, or Task

Click the Mailbox icon in the Folder Listlf you have already accepted the appointment, task, or note, click the
Calendar icon in the Folder List to open the Calerafat, thergo to the date of the appointment kiasr note.

Click the appoinnhent, task, or note to open iElick Delegate to open a Delegate for@lick Address Book to

add recipients in the To baxt Type a recipient's address in the To b8eparate each address with a comma.
Type a messageClick Spell Check to spell check the messa@éick Attach to attach files to the appointment,
task, or note. Click Sendl'he original sender can see that you've delegated the appointment, task, or note by
checking the status information for the iteifiou can also check whether ttelegated item was accepted or
declined by opening your sent items folder and checking the status information for the item.

Marking a Task Complete:

Click the Calendar icon in the Folder List to open the Calerraarthergo to the date of the taskf you have
not yet accepted the task, click the Mailbox icon in the Folder OBtk the task to open it.

Click Complete to display the complete form. Click Complete. The sender of the task can see that you
completed theéask by checking its status information.
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Task Properties

From: ]a}r@webaccegs_cgm Thursdaﬁ; - May 4, 2006 2:30 PM

To: fredi@webaccess.com
Start: Thursday - May 4, 2006

Due: Friday - May 5, 2006
Priority:
Subject: Foothall Practice

Setup lights

Moving an Item to a Folder.

To move an item you received, click thailbox icon in the Folder Listir To move an appointment, task, or
note yar've already accepted, click the Calendar icon irFtiider List. Locate the item in the Item List. Select
the item,and therclick Move at the top of the Item List Click the item to open ignd therclick Move. Click

the folder where you want toowe the item.If you are moving the item to a folder in the Cabinet, you may first
need to click the arrow next to the Cabittetlisplay the Cabinet folders.

Managing Items You Snd:
Af t e wve sgnbandem, you can check its status to see if it has been delivered, read, deleted, and so forth.

You canalso retrach message, providing it has not been openarl can alsanove items into different
folders to keep qu GroupWise Mailbox organed.

Checkingthe Status of an Iltem You Send:
Click the Sent Items icon in the Folder List. Click the iterthmItem List to open it. Click Properties
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Mail Properties
| Advanced Properties
Recipients Action Date & Time Comment
@Webaccess.com Transferred 2/14/06 8:53 AM
&y
A webaccess.com Transferred 2/14/06 8:53 aM
T ammy

For more detailed status imfoation, clickAdvanceProperties.
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Mail Properties

tail Properties

Auto Delete: Mo
From: fred
Subject: test from Fred number 5

Creation Date:
GroupWise User Information:

2/14/2006 8:39 AM
43F10033.297 + 93 : 31799

)

Basic Properties

Files Size Date
Message 2 2/14/2006 28:39 &AM
Send Options

Auto Delete: Mo

Concealed Subject: Mo

Expiration Date: Mone

Notify Recipients: Yes

Priority: Standard

Reply Requested: Mo

Return Notification: Mone

Security: Marmal

Status Tracking: Delivered and Opened
To Be Delivered: Immediate

Deleting or Retracting an Item You Send

The two options only apply to mail sent within the Methodist College GroupWise email sedlieksthe Sent
Items icon in the Folder ListClick the item in the Item List to open .o delete the item from your Mailbox
only, click Delete from This MailboxTo retract the item from your Mailbox and from all recipients’
Mailboxes, click Delete from All MailboxesA mail message or phone message is retracted only if the
recipient has not yet opened An appointment, note, or task is retracted even if thipient has already
opened and accegt it.

Moving an Item to a Folder.

To move an item you sent, click the Sé#atns icon in the Folder Ligir to move arappointment, task, or note
you've already accepted, click the Calendar icon in the Folder Lastaté the item in the Item List. Select the
item, and therclick Move at the top of the Item List Click the item to open iand therclick Move. Click the
folder where you want to move the iterfi.you are moving the item to a folder in the Cabiyety may first
need to click the arrow next to the Cabinet to display the Cabinet foletscan also move items to the
Checklist folder to create a checklist.
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Select the folder where the message should be moved to.
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¥ Checklist
57 work In Progress
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Using Spell Checker
Spell Checker lets you check messages you aéatenisspelled wordsTheWebAccessSpell Checker is a
Java Applet.That means that to use the Spell Checker, your browser must be enabled.féirdem a

messageyourae cr eating, <c¢click SpelilSeCcuwercikt.y 0 Ymeus smeagye ,g ¢
click AAl ways trust content from this publishero
t his publ icerdimueddo by gramptadiwhenever you chose to use the Spell Checker.
x|
The web site's certificate is invalid, Do you want to
continue?

Mame: ethailmethodist edn

Publisher: cmail methodist edn

I Alwaws trust conkent From Ehis publisher

Yes | Mo I

@ The certificate cannot be verified by a brusted source, Snly continue i
-

o trusk the origin of the applicatian, Mare Information...

When Spell Checker stops on a word and suggests replacements, click the word you want in the Suggestion:
box, then click Replace or edit the word in the Replace With box, then click Replace. If you don't want to
changehe word, click Skip. Sometimes Spell Checker offers no replacement words. If this happens, click
Skip, or edit the text manually in the Replace With bdke Web Access dictionary and word lists cannot be
modified. When there are no more words to chetikk close.
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Subject: |Planning on Meeting

Message: [¥ie are planning to reet atthe golf course dowhtown. This will be a greattime |
to meet the employes of the year.

.
< | v

Spell check completed.

Replace with: FERHEE
Suggestions: i
Close
EE  English

Using the Address Book

The Address Book stores information about users, resources, and organi2étiortan use the Address Book

to search for information or to adehgail addresses to an item you are composiftie Address Book consists

of the GroupWise system address book, one or more personal address books, the Frequent Contacts addres
book, and possibly shared addré&®oks and LDAP address books.

GroupWise Systen Address Book
You have one GroupWise system address bddle system address book includes all users who have a
GroupWise Mailbox in your organizatiorY¥ou cannoimodify the system address book.

Personal Address Book

You can have multiple personal address bodkgsdefault, GroupWis&Veb Accessprovides one predefined
personal address book with your name as the tittas can use your personal address book to audie
addresses and information for users, resouarasganizations not defined in the system address.

Frequent Contacts Address Book

You have one Frequent Contacts address bookhe Windows version of the GroupWise client, your most
frequently or most recently used addresses are automatdaled to the Frequent Contacts address biok.
GroupWiseWebAccess you must manually add addresses to this book. Addresses added by the Windows
GroupWise client will also appear in the GroupWigeb AccessFrequent Contacts address book.

Searching br an Entry in the Address Book

From the GroupWis&/ebAccessmain window, click tle Address Book icon to open tAeddress Book. By

default, the Address Book opetasthe GroupWise address booKka.the Address Books list, select the address
book you wanto search.For GroupWise, you can choose from the GroupWise address book, the Frequent
Contacts address book, or a personal address book. Select the number of entries you want displayed at one
The default displays 25 entries at one tifte. list the first entries (25 by default) in the selected address book,
leave the search conditions boxes emfty.search for a specific entry, use the search conditions boxes to
define the Address Book fields and information you want to se&cbupWiseWeb Accesssupports the *
(asterisk) and ? (question mark) wildcarfghen searching a field, you can use * to represent multiple
characters and ? to represent one chara@kck Search Address Book (or Search) to display a list of entries




that match your search conditions. If you decide to send an item to a user you found, you can click To, CC, o
BC to indicate the recipient type and thatick Mail to open a new item.
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Address Book

3 Add Entry % Address Book Options

Address Books:
IGrDupWise Address Book j

ILast MHame j Ibegins wiith j Imarﬂﬂers @

|Mai|| | Save Group |

prastieg
|

I B CeorgeJetson gietson@webaccess.com X George Jetson

CC

BC

EIENE]

Addressing an ltem:
Open a new item. Click Address Book to open the Address Bloatke Address Books list, select the address

book you want to searchzor GroupWise, you can choose from the GroupWise address book, the Frequent
Contacts address book, or a personal address I®m&ct the number of entries you want displayed at one
time. Select the entry you want to add to the item's recipientlistthenclick To, CC, or BC to indicate the
recipient type.After you've finished selecting the item's recipientgkoDK to add them to the item.

Managing a Personal Address Book:

You can have multiple personal address bodkgsdefault, GroupWis&Veb Accessprovides one predefined
personal address book with your name as the tittas can use your personal address book to audie
addresses and information for users, resources, or organizations not defined in the system addrBissdeook.
addresss can be for people insideautside of your organization.




Creating a Personal Address Book
From the GroupWis&/ebAccessmain window, click the Address Book icon to open the Address BGtikk
Address Book Options.
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Address Book Options

Create Address Book

Personal Address Books: Actions

fred Delete Save As

Cloze

Click Create Address Book ttisplay the Create Address Booki the Address Book Name box, type the name
you want to use for the personal address bdbéesired, enter a descriptiamthe Descriptiorbox. The

description is for your use onlyt appears only when viewing the address books in the Address Books Options
form. Click OK to add the new address book to the Personal Address Bookligt.Closeto return to the
AddressBook.

Adding Entries to a Personal Address Book:
From the GroupWis&/ebAccessmain window, click tle Address Book icon to open tAddress Book.Click
Add (or Add Entry) to displayne Add Address Book Entry form.
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Add Address Book Entry

* First Name: * Last Name: Display Hame:
| | |
* E-Mail Address: Office Phane: Title:
| I I
Cell Phone: Horme Phane: Fa:
|
Pager: Organization: Department:
| | |
Address: City: State:
| | |
Zip Code: Colntry: Mail Stop:
|

Screen Narne: Greeting:
Comrmernts:

E

[

* Datz is required in at least one of these figlds.




Select the personal address book where you want to add the [@iitiny.at least one of the asterisked fields.
This is required so that the entry can be listed in the Address Biogdu want to send messages to the entry,
make sure you complete theMail field. Fill in any other fields you wantAny information you add will be
displayed when you select the entry in the Address Book. Click OK to save the entry to the seétketed a
book.

Using theWeb AccessCalendar:

The Calendar lets you view appointments, tasks, or notes you've received from others or created for yourself
You can view one day, one week, or one month at a tvoe. open the Calendar from the toolbar ia th
GroupWiseWebAccessmain window. The Calendar displays any appointments, tasks, and notes you've
received whether you've accepted them or ivau can perform the same actions on an item in the Calendar
that you can on an item in the Mailbox, suclaesepting, declining, delegating, or moving the itdm.

addition, you can also decline, delegate, or move items you've accepted that no longer appear in your Mailbc
While you have the Calendar open, you can also schedule appointments, assigndasgiie aates to other

users. If you don'twant toopen the Calendar, you can use the Calendar optite Folder Listto display your
Calendar item#n the Item List.

Using the Day View Calendar:
Click the View Caéndar icon in the main windowClick Day in the topleft corner of the Calendar view.
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The Day View calendar displays the current date.change dates within the current month, click the desired
date in the monthly caléiar. To move forward or backward one month, click the arrow buttons next to the
month header in the monthlycalenddro r et urn t o t he c TadayeYoucandlisoudes c
the Month, Day, and Year duedown lists to display a calendar for a different dafeu can create an
appointment, task, or note from within the calendar by using the appropriate option in thietoesner of

the calendar view.



Using the Week View Calendar:

Click the View Galendar icon in the main windowClick Week in the topeft corner of the Calendar view.

The Week View calendar di sPd aglsande tchue rweing w wtee ke
calendar, click any date from the desired week in the inhpoalendar. To move forward or backward one

month, click the arrow buttons next to the month head#rermonthlycalendar.Tovi ew t he curr e
Day View calendar, clickoday. You can also use the Month, Day, and Year ellopg/n lists to displaa

Week View calendar for another weeKou can create an appointment, task, or note from within the calendar
using the appropriateption in the loweiteft corner of the calendar view.

Using the Month View Calendar.

Click the View Ca¢ndar icon in thenain window. Click Month in the top left corner of the Calendar view

The Month View calendar displays the current mon
mo n $ daléndar, click the month in the yearly calendar. To move forward or backward one month, click the
arrow buttons next to the year header in the yea
click Today. You can also use the Month, Dayd Year drojlown lists to display a Day View calendar for
another day. You can create an Appointment, Task, or Note from within the calendar using the appropriate
option in the loweteft corner of the calendar view. You open the Calendar from dfieatioin the GroupWise
Web Access main window Click the View Calendar icon in the main window. To display a calendar of a
specific date, click Go To Date, select the date using the monthly calendar or by using the backward/forward
month and year buttonthen click OK. You can move forward or backward one day at a time by clicking the
arrow buttons next to Today in the toolbar. To
calenda, click Launch Month Calendar.

Place the mouse pointer over any item to display its details, such as Time, Location, Frofouetan display
a calendar for another month in the current year by clicking the appropriate month buttdro#ébtineof the



